BUSINESS FORMS 


Four Major Functions of a Forms-Management System, 


COMPUTER SYSTEMS 
System Adds to Skills of Girl Scout Support Staff 
rhree Elements Spur Growth of Microcomputer Industry, 

Bonnie Digrius 
Distributor Firm Finds Computerization Pays 
Evaluating Needs for Integrating Voice and Data, 

Ray Leffler 
Electronic Printers for Health Care Information 
Computerized Messaging Systems: What Lies Ahead, 

Jon D. Schwartz and H. Paris Burstyn 
Computer-Assisted Retrieval Requirements: How to Assess 

Your Company Needs, Bonnie Canning 
Integrating MIS and Office Automation: What's Involved, 

Kate Barnes : 

Distributed Data Processing Is Well Worth the Experiment, 

David Didising 
Floppy Disc Drives—a Report 
VDTs Do No Damage to Eyes, Study Finds 
Many Factors Affect the Information Processing World, 

Jacqueline Joner 
Microcomputer Network Strategies: Three Methods, 


Bert Boucher 

Future Microprocessors: Smaller and Much Better, 
John C. Wren 

How Microimaging Will Affect Information Systems, 
John A. Lacy 

Computer Graphics Can Put Your Firm in the Picture, 
Joel N. Orr . 

Personal Computers—Here Today and More Tomorrow, 
Barbara Stevenson Fischer 

Our Company’s Approach to Distributed Data Processing, 
John J. Alexander, Jr. 

Electronic Printer Adds to Innovative Data Processing 

How to Select Insurance For Your Computer, 
William W. Fonner 

Beware the Hidden Cost of Computer Printer Supplies, 
Brendan V. Coyle 

Personal Computers: How They Fit Into the Automation Plan, 
Gerald H. Slotnick 

Man-Machine Partnership Helps Boost Production 

A Computer System: Are You Really Prepared for One?, 
Carlos Flores 

THE OFFICE Buyers’ Guide to Business Computers 

What Can Be Done to Stem Rising Electronic Crime?, 
August Bequai 

Solving the Problems of Voice/Data Integration, 
Gordon R. Gordetsky 

Computerized Indexing Speeds Document Access, 
Carol A. Corbett 

Computers and Terminals In Network Environments, 
Wendy Abramowitz 


Efficient Credit System Employs Computer and Fax Nov. 
Computer Sales to Gain Momentum: Study Nov. 
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Jazz up 
presentations! 


Optivox’E-Z Rite Easel 
Write quietly with bright 
markers on non-glare surface. 
Message goes on wet, dries fast, 
erases with a swipe. Use with 
paper pad, magnets, showcards, 
charts, flannel board. Adapts to 
desktop. ¢ Model 1000-300: 
writing surface 29''x39", 70 
height (legs extended). « With 
pointer, eraser, markers, paper 
pad clamps e Accessories include 
carrying case and flannel fixture 


Write for full-color catalog, or call: 


Cerodvance 


Advance Products Company, inc 
Central at Wabash | Wichita, KS 67214 
(316) 263-4231 





Circle Reader Service Card No. 489 








How long must you keep 
important papers? 


F Write for free booklet, 
RECORD RETENTION 

‘ 7 TIMETABLE, describing 
SF Retention Periods as required 
| by government authorities, 
\ and how to dispose of records 
“| safely without loss or worry! 

» On your business letterhead, please. 

) Electric Wastebasket Corp, 145W. 45th St., N.Y. 10036 

The MOST in Paper Shredders 10-12 


Circle Reader Service Card No. 490 


190 





CONFERENCES 

Atlanta is Site of National Office Machine Dealers 
Association Convention This Month 

Business and Institutional Furniture Manufacturer’ s 
Association Marks Tenth Year; To Expand Many Services 

New Industry Group to Have First Conference 

National Office Products Association To Hold Convention This 
Month in Chicago 

Tele-Communications Association This Month in San Diego 

Records Managers to Meet Next Month in Cincinnati 

Intech 83 Conference This Month in Chicago 

Author to Keynote Data Processing Management Association’s 
Conference This Month 

Information Management Show This Month in New York 

Las Vegas Plays Host to Comdex/Fall This Month 


CONTROL BOARDS 
Magnetic Control Boards Track Jobs in Progress 


CORPORATE RELOCATION 

How to Plan an Efficient, Uneventful Corporate Move 
Complex Relocation Made Easier by Careful Planning 
Pilot Pen Opens U.S. Headquarters in Connecticut 


COPYING MACHINES 


Temporary Help Firm Uses Copiers to Control Costs 

Copier Supplies Must Match Machines for Optimal Use, 
Raymond Falls 

Using Copier-Duplicators: Tips on Productivity, 
Vivian Pendleton 

Users’ Opinions of Copiers Can Help Potential Buyers, 
Iris Polaski 

Copier-Control System Keeps Tabs on Charges 

Copier a Versatile Tool For Advertising Agency 

How a Telephone Company Won the Copier “Battle,” 
Bob Biggs 

Systems Configuration for First-Time Copier Users, 
Louis Fried 

Copiers—the Indispensable Machines for Every Office, 
Raymond L. Boggs 

THE OFFICE Buyers’ Guide to Copying Equipment 

Determine Your Requirements and Then Buy That Copier, 
Beth Bird Pocker 


DICTATION SYSTEMS 
THE OFFICE Buyers’ Guide to Dictating Machines ............... Nov., 


ELECTRONIC MAIL 


eS oe eee Aug., ; 
Electronic-Mail Systems: Where are They Heading?, 
Margaret L. DeJackmo 
A Major Corporation Makes Its Electronic Mail Work 
Electronic Mail Enhances Productivity, 
Scott C. Kerr 
Developing a Cryptographic System for Electronic Mail, 
NT RES ee ee Ee Nov., 


EQUIPMENT BUYING & MAINTENANCE 
Evaluating and Selecting Office Systems, 
Norma V. Rosenberg 
Major Line of Products Introduced for Offices 
Firm Solves VDT Operator Problems With New Filter 
Procuring Office Supplies Can Be a Tricky Business 
Selecting Machine Ribbons May Be Costly and Confusing .......... N 
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FACSIMILE TRANSMISSION 

Speed and Function Are Keys to Fax Machine Savings, 
Marc Breslawsky 

Putting “*Etiquette’’ Into Facsimile Formatting, 
Daniel A. Barr and James W. Porter me 

Facsimile: an Effective Mode Of Business Communication, 
Jens Rasch 


INFORMATION MANAGEMENT 

U.S. Treasury Has Access to Wealth of On-Line Data 

rhe Optical Disc and Office Information Systems, 
Gerry Walter 

Making the Change to Office Automation, 
Walter Jonas 

The Planning for Management Information Sy: stem Takeover, 
Be tty Sherwood 

Information Processing Has Burbank On the Go 

Firm Pools Its Knowledge With Automated Systems 

Planning the Integration of Voice and Data for Offices, 
Andres Llana, Jr. 

To Be Effective, Put Your Thoughts in W riting, 
Robert J. Pascal a 

Adhesive Note Pads Aid Firm in Mapping PL: ans 


LOCAL AREA NETWORKS 

Distribution Firm Relies On a Local Area Network 

Case Studies in Network Management and Control, 
David P.. Levin 


MAILROOM SYSTEMS 


Illinois Firm Improves Its Mail-Handling 

Mailing Processors Found Best for Financial Firm 

Sorting and Collating in the High- Volume Mailroom, 
S. Vincent Wilking 


Firm Finds Solution to Shipping Videocassettes .................24/ Aug., 5 


USPS Offers Guidelines for New Voluntary Zip Code, 
Gordon Morrison 

Auto Club Hanles Mail with Single-Cut Opener 

Mail Service Is Improved With Reusable Envelopes 

Comell Automates Its Mailing and Printing 

Bank Finds New System for Handling Bulk Mail 

Mailing-Shipping System Speeds Customer Service 

USPS Service Contract Units from Campus View, 
Robert E. Wehrle 

Bank Remodels Mailroom to Handle Growing Pains 

Electronic System Speeds Insurance Company’s Mail 


MICROGRAPHICS 

Microfilm Readers Help Bell Speed Cable Repairs 

How to Get Started in Engineering Micrographics, 
Hanley L. Riess 

Microfilming of Records Is A Time-Saver 

Microfiche System Keeps Pace With Firm’s Orders 

Designing Readers for Ease and Efficiency 

Using Computer Graphics in Office Planning, 
Dave Serena 

Our Microfilm Program Gives Us Cost Control, 
Cecil F. Hazlett 

Microfilm System Keeps Tabs on Realty Business 


MOVABLE PARTITIONS 
THE OFFICE Buyers’ Guide to Movable Partitions 
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@Premier 5-~ 


500 N. Spaulding Ave cunege iL aa 
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7 
Ngee Up iC 


Collates letter or legal size with no loading 
adjustments regardless of paper weights. 


© Martin Yale 


\__ 500 N. Spaulding Ave. + Chicago, IL 60624 
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SAVE THOUSANDS ON 


WORD PROCESSING SYSTEMS 


HERE'S ONE OF OUR FIVE REASONS 
YOU SHOULD BUY, RENT OR LEASE 
YOUR GUARANTEED, 
REMANUFACTURED WANG WORD 
PROCESSING SYSTEM FROM US: 


1. 


OUR EQUIPMENT IS WANG 
FACTOR Y-RECONDITIONED, 
INSTALLED AND MAINTAINED — 
GUARANTEED. 


TO LEARN THE OTHER FOUR REASONS — AND 
TO GET STRAIGHT, PLAIN-ENGLISH ANSWERS TO 
YOUR WORD PROCESSING QUESTIONS - 


CALL TOLL-FREE 


1-800-321-2986 


ELECTRONIC OFFICE EXCHANGE, INC. 
YOUR QUALITY OPTION FOR 
WORD PROCESSING SYSTEMS 





DEPT. SC3TOD * P.O. BOX 7337 * ANN ARBOR, M/48107 
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MOVE FULLY 
LOADED FILES 


Quickly... Safely. 
Easily! The NE Ww LIFT. -A-FILE® 
At the touch of the hand the double-acting suc- 
tion cup grasps and holds top of filing cabinet. 
The Grip-Tite Arm secures cabinet to the truck. 
Its clutch locking mechanism permits easy ad- 
justability to various cabinet depths. 
© Eliminate removal of file drawers or adjacent 
files 
© Roll files across carpets, thresholds; in or 
Out of groupings. 
* Cantilever action lets one person move file 
cabinets 


Ask For Illustrated Literature No. LF 


ici 


S&G ENTERPRISES, INC. 
5638 NORTH 91S 

MILWAUKEE, WISCONSIN 53225 
(414) 464-5310 
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5 STOP OFFICE MACHINE THEFTS 


ANTI 
4 LOCKING SYSTEM— 
extremely effective 
/ The most COMPLETE line of protective 
devices ever, from simple, one point 
lock-down up thro our exclusive 4 
point hold-downs and the new Porta-Lok 
which permits movement up to 8 feet 
while safeguarding your equipment. 
For complete information call your local 
dealer or write Dept. TO-12-83 


CRD-—corDE LOCKING SYSTEMS 


Circle Reader Service Card No. 495 


565 Graham Ave., Brooklyn, NY 11222 (212) won © 











Today’s Research Brings 
Tomorrow’s Cures 


St. Jude Children’ Research Hospital is a 
national resource not just for today, but for 
tomorrow. Children come to St. Jude to 
receive the best available care, whether 
for leukemia, other childhood cancers, o1 
one of the rare childhood diseases being 
studied here 

Please send your tax-deductible check o1 
request for information to St. Jude, 505 N. 
Parkway, Box 3704, Memphis, TN 38103 


~~] os:4 Danny Thomas, founder 


a2: ST. JUDE CHILDREN’S 
RESEARCH HOSPITAL 











OFFICE ENVIRONMENT 

Statistics and Productivity No Longer the ““Odd Couple”’ 

Developing a Realistic Disaster-Recovery Program, 
Lawrence Beitman 

What To Do About Rising Office-Related Injuries, 
J. Philip Berggren 

Productivity Gains with New Office Technology, 
Bruce Payne 

Human Factors That Can Help or Hinder Office Automation, 
Nicholas J. Naclerio and Shirley A. Waterhouse 

Teamwork: the Key Word In Automating An Office, 
Armine Van Roon 

Applying the Theory of Ergonomics Makes Sense, 
Trudi C. Montoya 

Demand for Business Designers Grows 

Creating a Work Station That Really Helps a User, 
Peggy C. Lukan 


OFFICE SPACE & DESIGN 


Building Work Station Models As Tools in Planning 

Credit-Card Center Turns To an Open-Office System 

Merger of Giants Results in Bright Corporate Offices 

Trend-Setting Building In a Suburban Location 

Wall-Mounted Filing System Turns Desk Into Work Area 

Using Practical Ergonomics In Designing Corporate Space, 
Shirley J. Maddalena 

A New Information Tool: Executive Briefing Room 

A Maryland Bank’s Design Reflects the Old and New 

Transforming a Warehouse Into Modern Law Offices, 
Thomas D. Catallo 

Ten Years of Change Seen for Office Furniture Industry 

Offices Reflect Dignity of J. Paul Getty Art Museum 

Good Lighting Is Essential to Employzes’ Productivity, 
John P.. Bachner 


PACKAGE DELIVERY 
Package Delivery Systems Need Sensible Procedures, 
Jane Sibson Monti 


PAPER HANDLING 

Collators and Sorters: Are Yours Keeping the Pace?, 
William C. Mains 

Paperwork-Controi System Pays Off for Newspapers 

Paper Shredders: Practical Units for Business Security 

Using Graphic Symbols to Create Flow Charts, 
Larry Zepeda 

Shredding Is Deterrent To Breach in Security 

Paper: It Could Change Our Thoughts About the Future, 
Christopher Burns 

Tips on Paper for Computers 


PERSONNEL MANAGEMENT 
Right or Wrong in Employee Relations : og 
» Sz; Oct., 90; Dec., 
Six Ways to Succeed As Support-Service Manager, 
Cynthia E. Rider 


PRINTING EQUIPMENT 
Platemaking System Speeds In-Plant Printing Process 
Laser Printing in the Medical Research Field 
RECORDS MANAGEMENT 
The Trials of Building a Records Management System, 
Dolores Campo 
Using Out Guides for Accurate Record Filing, 
Marcy Diehl 


84; Nov., 
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A Personnel File System Offers More Than Security, 

William M. Macek 
How to Improve Managers’ Personal Filing Systems, 

Betty J. Bartel 
Company’s Move Was Impetus for Modern Filing System, 

NE Tix eres wea's 4 wees Cann ecte nde ean pete Sept., 
Color-Coded Files Permit Fast Search and Retrieval 
Expand or Move? A Filing System Was the Answer ............... Sept., 
Tomorrow’s Record-Keeping Systems Are Here—Today, 


PONE nn cree eae a hice nib 0 o 6am 6G be a WES See e Sept., 2 


How to Determine Which Records Need Protecting, 
Don L. Caldwell 

Any Firm Can Create an Inactive Records Center, 
Kathryn Gould Cullivan 

Automated Records Systems Can No Longer Be Ignored, 
G. Gordon Long 

Baltimore Bank’s Electronic Filing System Frees Space, 
Jeff Ronald 


REPROGRAPHICS 
A Guide to the Selection of Reprographic Papers, 
Michael P. Corey 


TELECOMMUNICATIONS 
Telecommunications Insights 
Sept., 64; Oct., 54; Nov., 

Office Communication Needs and How to Identify Them, 

Brian R. Blackmarr 
Using Teleconferencing As a Management Information Tool, 

Ce Pe a eh oe c's 0 bee vane shaeeseaeeeen Nov., 
Intercom Systems Enhance Office Communications 
Communication Costs and Company Effectiveness 


TELEPHONE SYSTEMS 

$3 Million Phone Bills Called for a New System 

Installing a Telephone System? Review Options, 
James G. Boyd 

Telephone Headsets Aid Travel Agency Business 

Phone-Answering Systems Are Constant and Reliable, 
Donna M. Marino 

Analog or Digital Phone System: Time for Decision, 
Jason §. Schloss 


Good Reasons for Growing Use of Telephone Headsets 
How Not to Outgrow a Telephone Installation .................... Nov., 


TEMPORARY HELP 
Temporary Help: Quality Service When It’s Needed 


WORD PROCESSING 
Test System Evaluates Word Processing Skills ................... Sept., 
Word Processing and Support \Vork-Measurement Standards, 
Phyllis Smoot 
Improve Your Word Processiag Center Without Adding Personnel, 


TI, OOD, Cs CT Da rein wb oda ke eae A ane ON ORES OR Nov., : 


Trends and Technologies In Word Processing Supplies, 
Robert F.. Laird Ill 

THE OFFICE Buyers’ Guide to Word Processors 

Streamline Your Word Processing Input For Faster, 
Easier Output, Helen Parvis 


WRITING INSTRUMENTS 


Writing Instruments: Their Future Is Now, 
Irving M. Wolbrom 
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NOW... 60 doubie duty 
with. MINUTEMAN 
Magnetic Office Aids 


Magnetic file drawer follower 


Use it as a divider in 
your steel box..oras — 
an extra divider in ™& 
our file cabinet. 
eeps records upright 
for easy retrieval and “Uae 
stays in place until 
repositioned. 


Filing mail tray. 


Magnetically attaches to 
any steel file cabinet, 

or Can serve as an 
in/out file when att- 
ached to a steel desk. 
Removable end pan- 
els permit filing of 
Over-Size material. 








Write for our new 
Catalog of Minute- | 
man magnetic office | 
aids. It contains | 
scores of ideas on | 
how to lighten your 
work, brighten your 
office. 

TO-12 











133 WN. 10th St. « Paterson, NJ 07522 
(201) 790-1400 
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This year, 
heart disease 
and stroke 
will kill another 
200,000 
Americans 
before age 65. 


Put your 
money where 
your Heart is. 


American 
Heart 
Association 


WE'RE FIGHTING FOR YOUR LIFE 





